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Chapter 1: Overview for Establishing Lines of Accounting and Budgets

The fiscal year for the Department of Defense (DoD) begins on 01 October and ends on 30 September the
following calendar year. Every fiscal year, elersantthe lines of accounting (LOAs) and corresponding budgets
require modification to reflect the new fiscal year. This document assists Finance Defense Travel Administrators
(FDTASs) and Budget DTAs (BDTAs) when setting up the LOAs and budgets in geeTDadehSystem (DTS) for

the new fiscal year.

1.1 FDTA and BDTA Responsibilities

The process begins with the FDTA obtaining a list of LOAs (Section 1.2) and then determining the appropriate
method to create the new LOAs for the new fiscal year. AlthdbglFDTA ca@reate LOAfom scratch, there
is a faster way to establish LOAs from year to year. Listed below are the three preferred methods. A more
detailed explanation of each appears later in this guide.
Y RolloverDefault rules¢ Update specific datafeS YSy ia o6l aSR 2y GKS [h! Qa T
1 RolloverCustom rules; Allow the FDTA to customize the default rules to the fiscal year (FY) and
program year (PY).
1 Copyg Used for LOASs that require custom changes to fields other than FY or PY.

Upon receipt of thenew fiscal year funding, money is loaded into the new fiscal year DTS budgets, so the AO can
approve documents using new fiscal year LOAs.

1.2 LOA List

To assist FDTAs with fiscal year setup, they may access a current list of LOAs with labels andeatdataielam
spreadsheet format. This can be found in the DTA Maintenance Tool > Lines of Accounting > View LOA(S)

List The FDTA should view the LOA listing and determine if any element changes are necessary for the new fiscal
year being sure to make thessential changes when rolling over and then updating or copying the new LOAs.

1.3 Reference Materials

The following documents provide additional supporting information about the fiscal year crossover process:
T 5SFSyasS ¢NI @St ! RYA@hagiel fNdndiGhapter® 65¢! 0 al ydz f
1 DTS Guide to Processing Authorizations for the New Fiscal Year

These documents are availablehdtps://www.travel.dod.mil/Training/Referenc®aterials

Defense Travel Management Office 3 travel.dod.mil
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Chapter 2: Roll Over LOA to New Fiscal Year

One method in forming the new FY LOAs is the rollover feature. Rollover allows the FDTA to select one or many
LOAs at the same time. DTS provides two means of rolling over LOAs to the new fiscal year:

1 Default rulesautomatically update fiscal year and program year account elements in each LOA to the
designated fiscal year defined for each LOA format map. Any empty elements in the LOA will remain
empty. All other data elements within the LOA copy into the new LOAcdomodifydefault rules

1 Custom rulesallow users to turn off individual fiscal/program year account element rules from the
default rule set. Custom rules can apply to one or more LOAs when selectedRoltbeerfeature.
Once the user has turned offéH_OA element rules, DTS will not automatically update fiscal/year
account elements in each LOA with a specified fiscal year value.

Note: All other data elements in the LOA move over into the new LOA. If the LOA has the fiscal year designator
embedded in alata element not covered by the custom rules, follow the procedures in Section 2.3 to execute
the roll over. If needed, usdpdateto modify LOA Dat Elements Accounts 1¢ 10.

2.1 Roll over LOAs Using Default Rules

To roll over a LOA:

1. SelectDTA Maintenace Tool(quick link) fom the DT®ashboard or selectAdministration and then
DTA Maintenance Toand page loads.

2. SelectDTA Maintenance Hom# open a dropdown menu, therselectLines of AccountingFigure 2
1). TheSearch Lines of Accountirsgreen Figure 22) opens.

Helen DTMO Screen 10° 7000.1
55 (Al DTAHome | Help forthis Screen | Logout

—cAn
1,2,3,4567.88
Jate” May 18, 2022 - 08:36 EDT

Defense Travel System
A New Era of Government Travel

DTA Tools: << Select an option from the DTA Tools dropdown.

DTA Maintenance

Welcome to the DTA Maintenance Tool
This tool provides authorized DTAs with the ability to create and modify organizations, routing lists, groups, people, and lines of
accounting (LOAs). Please select an option from the DTA Tools dropdown menu above.

Your Maintenance Tool Permissions:
* You have the proper permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups
You have the proper permissions to edit people
You have the proper permissions to edit lines of accounting (LOAs)
You have the proper permissions to access MIS
You have the proper permissions to access ROA

Figure 21: DTA Maintenance Tool Home Page

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Search Lines of Accounting
For "Organization Name" please enter four or more characters in the corresponding field to display list of available

organizations.

Format Map: | A |

Organization Name: [) —-Include Sub-Organizations

Unbudgeted LOA(s) Only: L

Figure 22: Search Lines of Accounting Screen

Defense Travel Management Office 4 travel.dod.mil
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3. Complete the Label field with the name of the LOA.
-OR
To expand the search to include all LOAs for the selected organization, leave dhidafie.

4. Select theFormat Mapdrop-down arrow to select a map type. To expand the search to include all map
types, leave this field blank.

5. Select theOrganization Namelrop-down arrow to select an organization. To expand the search to
include all sukorgs, check thénclude SubOrganizationsbox.

6. SelectSearch TheLines of Accounting (Search Resulisjeen opens (Figure3.

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting(search Resuits)

Organization Name: DTMOCSD

peude fﬂ:t;’zorga”'za““”sz No b?%ildgéted LOA(s) Only: No
Del elsee:)?%lotl)l SV Edit Organization Name Label Shared  Format Map Link to
0 [ Update | Copy | X-Org Funding | DTMOCSD 22 BAND No  AF 2 9/29/2003 New Budget
0 [ Update | Copy | X-Org Funding | DTMOCSD 22 EXEC No  MC1,8/1/2001 New Budget
0 [ Update | copy | X-Org Funding | DTMOCSD 22 ROUTINETVL No ARMY 3, 6/6/2003 New Budget
lLl [ upcate | copy | x-Org Funaing | DTMOCSD 22 TRAINING  No  AF 2 9/29/2003 New Budget

SelectAll  Clear All

| Delete Selected(on this page) | Rollover Selected {on this page) |
1 4ofd

Figure 23: Lines of Accounting (Search Results) Screen

7. Check thébox next to each LOA you want to include in the roll oveuse theSelect Allink to
select all LOAs on the screen.

Note: The LOAs display Brganization NameLOALabe| andFormat Map You cannot view all data
elements of the LOA once roll over is selected. Use/iber LOA(S) Lidink to view all data elments
and verify the LOA as a candidate for roll over.

8. SelectRollover Selected (on this pagellheRollover Line(s) of Accounting Select Rulescreen
(Figure 24) opens It displays the default rules for how DTS will complete the roll over process for
the selected LOAs.

Defense Travel Management Office 5 travel.dod.mil
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DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Select Rules
Selected Format Map Default Rollover Element(s) Default Rule(s)

Empty (null) values for Air Force PY and FY elements are not rolled over.
AFiscal year (FY) element with a value less than the corresponding
Program Year (PY) element is not rolled over.

'X' values for Air Force FY elements are not rolled over.

Non-empty (FY and PY) elements are rolled to new fiscal year.

Account 2 FY

AF 2, 9/29/2003 Account 3 PY

Select Rollover Rules: @  Use default rule(s)
() Use custom rule(s) defined for each LOA

Continue || Cancel

Figure 24: Rollover Line(s) of Accountin&elect Rules Screen
9. Select theUse default rule(syadio button.

10. SelectContinue TheRollover Line(s) of AccountingDefault Rulescreen opens. This screen previews
the LOAsequiringroll over. It shows the list of selected LOAs with @mganization NameLOALabe|
Format Map and the option tdPreviewthe new fiscal LOA beforellover.

11. Enter the new fiscal year in tiieollover LOA(sjnd Empty Budget Shell(djelds (Figure 25) if there
are no LOA data element changbkate: If you need to update a LOA field (Accountd0}, only add
the new FY iRollover LOA(sp Fiscal Yeafield, uncheck the&Create Budgedb 2 E | YR R2 y Qi
Empty Budget Shedt this point. Instead, after@A rolloverUpdatethe LOA element(s), and then
create the budget shell using thénk tocolumn,New Budgetink (Figure 23).

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Default Rules (An empty budget shell will not be created if Create Budget is not checked ) Required
Rollover LOA(s) to Fiscal Year:
Empty Budget Shell(s) Fiscal Year

Create Budget Shared Organization Name Label Format Map Preview
O DTMOCSD 22 TRAINING AF 2, 9/29/2003

Rollover Line(s) of Accouniing || Cancel |

Figure 25: Rollover Line(s) of Accountio®efault Rules

12. If the organization uses annual budgets, then uncheckQreateBudgetbox. You must manually
create the budgets in thBudgetmodule.

13.LF aKFENAyYy3a GKS [ h! -ardadizEtions,ciick2hblEbk iyl thatedcdludng’bie: & dzo
{KFNAY3 [ h! & YS! ydiganzatiank Dyce shardd thé LOR KsBaredl.dzo
14. (Optional) If you seled®review(Figure 25),the new LOA Data Elementscreenopens This screen

displayghe format of he LOA data elements view only To return to the prior screen, simplglect
Close Window

15. SelectRollover Line(s) of Aceinting to generate the new fiscal year LOAs and empty buddéts.
Rolbver Line(s) of Accounting Confirmpage opengFigure 26).

Defense Travel Management Office 6 travel.dod.mil
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ILines of Accounting v Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Confirm

After the lines of accounting are rolled over into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application. If changes are required after the rollover function is completed,
modifications will have to be made to the LOAs through the LOA Mass
Update or the LOA Edit functions.

Would you like to continue with the rollover action or cancel and review your
LOA rollover rules prior to executing the fiscal year rollover?

Continue || Cancel

Figure 26: Rollover Line(s) of Accountig@onfirm Screen

16. SelectContinueto complete the roll over processh&Rollover Lines(s) of Accounting Summasgreen
confirms the number of LOASs rolleder and empty budgets created (Figur@ 2

ILines of Accounting Vv Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting Summary

1 of 1Line(s) of Accounting Successfully Rolled Over.
1 of 1Empty Budget Shell(s) Successfully Created.

Figure 27: Rollover Lines(s) of Accounting Summary

17. SelectOK TheLines of Accounting (Search Resultsjndow displays the newlgstablished LOA (Figure
2-8).

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting(Search Results)
Organization Name: DTMOCSED

e Label. 23
Include Sub-Organizations: No .
Format Map: Unbudgeted LOA(s) Only: No
SEECHE Edit Organization N Label  Shared FormatM Link t
Delete or Rollover I rganization Name al ares orma’ ap INK 10
O [ Update | Copy [ X-Org Funding | DTMOCSD 23 TRAINING No  AF 2, 9/29/2003 New Budget

Select All Clear All

| Delete Selected(on this page) | Rollover Selected (on this page) |
1-10f1

Figure 28: Lines of Accounting (Search Results)

2.1.1 Error Correction

If you made an error, use one of the following options to fix it:

1 Deletethe LOA and inactivate or delete any associated budgets

Defense Travel Management Office 7 travel.dod.mil
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1 Hlit the LOA and ass@ted budgets

2.2 Roll Over LOAs Using Custom Rules

1.

3.

Search for the LOAs to roll over by following the steps in Sectioiii2eRollover Line(s) of Accounting
¢ Select Rulescreen displays the default rules for completing the roll over process for thetsd
LOAs.

Select theUse custom rule(s) defined for each L@adio button (Figure -3).

Rollover Line(s) of Accounting - Select Rules
Selected Format Map Default Rollover Element(s) Default Rule(s)

Empty (null} values for Air Force PY and FY elements are not rolled over.
A Fiscal year (FY) element with a value less than the corresponding
Program Year (PY) element is not rolled over.

'X' values for Air Force FY elements are not rolled over.

Non-empty (FY and PY) elements are rolled to new fiscal year.

Account 2 FY

AF 2, 9/29/2003 R —

Select Rollover Rules: () Use default rule(s)
@  Use custom rule(s) defined for each LOA

Continue Cancel

Figure 29: Rollover Line(s) of Accountig&elect Rules Screen

SelectContinue TheRollover Lines(s) of AccountingCustom Rulescreen opens.

4. Complete theRolover LOA(s) to Fiscal Yeand theEmpty budget Shell(s) Fiscal Ydimds (Figure 2

10).

Rollover Line(s) of Accounting - Custom Rules (An empty budget shell will not be created if Create Budget is not checked.)’ Required
Rallover LOA(s) to Fiscal Year:'|| 2023
Empty Budget Shell(s) Fiscal Year: || 2023

Create Budget Shared  Select Rollover Field(s) ~ Organization Name Label Format Map Preview
Account 2 FY (2)
0 DTMOCSD 22BAND  AF 2,9/29/2003 | Preview
Account 3 PY (2)

‘ Rollover Ling(s) of Accounting H Cancel ‘

Figure 210: Rollover Lines of Accountig@ustom Rules Screen

Note 1 If a box under theselect Rollover Fields(splumns is checked when the screen opehs, t
value populated for the LOA account element rolls over in the new LOA. Clear the check from a box to
prevent the value from changing.

Note 2 If a box is unchecked under ti&elect Rollover Field(€olumn when the screen opens, there is
no current vale for the LOA account element and it will remain empty after the roll over. If you check
one of these boxes, the account element will roll over with the value that you enter iRdHever

LOA(s) to Fiscal Yetield. For example, if you ent@023 into the Rollover LOA(S) to Fisca¢af field,

then the account element of the new LOA will 2&

Defense Travel Management Office 8 travel.dod.mil
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5. (Optional) SeledPreviewto view the updates to the new LOBhe newl.OA Data Elements Preview
screen opens in view onlpeleciClose Windowto return to the Cusom Rulesscreen.

6. SelectRollover Line(s) of AccountingheRollover Line(s) of AccountingConfirmscreen opens

(Figure 211).

Rollover Line(s) of Accounting - Confirm

After the lines of accounting are rolled over into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application. If changes are required after the rollover function is completed,
modifications will have to be made to the LOAs through the LOA Mass
Update or the LOA Edit functions.

If the LOA label that will be created for the LOA rollover action already exists
in the organization, DTS will construct a unique label for the rolled over LOA
by appending an "X" to the current LOA label, enabling a user to initiate the
rollover action for an LOA, two (2) times.

Would you like to continue with the rollover action or cancel and review your

LOA rollover rules prior to executing the fiscal year rollover?

| Continue H Cancel |

Figure 211: Rollover Lines of Accountip@onfirm Screen

7. SelectContinueto complete the Roll over process.

-OR

SelectCancelto end the action.

8. On theRollover Lines(s) of Accounting Summagreen, electOK DTS has successfully rolled over the
designated_OAs and created empty budgets, if selected.ihes of Accounting (Search Results)
displays the newly establishe®Rs (Figure-22).See Section 2.4 for instructison addingfundsto

the budget.

DTA Tools: [ T R scarch LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List|

Lines of Accounting(search Resuits)

Organization Name: DTIMOCSD
Include Sub-Organizations: No

Label: 23
Unbudgeted LOA(s) Only: No

Format Map:

Del EtSEe(I)ercltq;clz‘ — Edit Organization Name Label Shared Format Map Link to
0 | Update | Copy | X-Org Funding | DTMOCSD 23 EXEC No  MC 1, 8/1/2001 New Budget
0 | Update | copy | X-Org Funding | DTMOCSD 23TRAINING No  AF 2, 9/29/2003 New Budget

SelectAll Clear All

| Delete Selected(on this page) | Rollover Selected (on this page) |

1-20f2

Figure 212: Lines of Accounting (Search Results)

2.2.1 Error Correction

If you made an error, use one of the following options to fix it:

1 Deletethe LOA and inactivater@elete any associated budgets

Defense Travel Management Office
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1 Hlit the LOA and associated budgets

2.3 Copy LOA to New Fiscal Year

Copyis another method to establish the new LOAs. Usingdbpy LOAeature is much faster than using the
Create LOAprocess to form the FY LOAs.

TheCopy LOAfeature does the following:

1 Allows copying all of thdataelements of an existing LOA to create a new LOA for another fiscal year
and edit the elementsYou can copy a LOA from one organization to andblased upon organization
access However DTS allow allows you toopy one LOA at a time.

9 If the Create Budgebox is checked, DTS creates an empty quarterly budget with the copied LOA
accounting elements included. The FDTA/BDTA must access tiBuBJed Moduleto edit the new
budget and add funslas determined by the Resource Management Office.

2.3.1 Copy to Create a LOA and a Quarterly Budget
Use the following steps to use tl@opyLOA feature to create IBOA and a quarterly budget:

1. Access th®TA Maintenance Toand selecLines of AccountingFigure 21). TheSearch Lines of
Accountingscreen (Figure-23) opens

DTA Tools: [ Y T IRl search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting(Search Resuits)

Organization Name: DTIMOCSD
Include Sub-Organizations: No

Label: 22 ROUTINE TVL
Unbudgeted LOA(s) Only: No

Format Map:
Del elseegl)?cé::ﬁ ] Edit Organization Name Label Shared  Format Map Link to
0O | Update | Copy || X-Org Funding | DTMOCSD 22 ROUTINETVL No ARMY 3, 6/6/2003 New Budgst

SelectAll  Clear All

\ Delete Selected(on this page) | Rollover Selected (on this page) |
1-10f1

Figure 213: Lines of Accounting (Search Results) Screen

2. In theEditcolumn, selecCopyfor the LOA you want to duplicatBlote: You can only select ong)Ato
copy d a time.

3. TheCopy Line of Accouirig screen opens (FigureIt).

Defense Travel Management Office 10 travel.dod.mil
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Copy Line of Accounting(4n empty budget shell wil not be created if Create Sudget is not checkad.) * Data Required
For "Crganization Name™ please enter four or more characters in the corresponding field to display list of available
organizations.
1= 2
Format Map: ARMY 3, 6/86/2003 /
Organization Mame: °
Share LOA: [
Create Budget: s 4
Empty Budget Shell Fiscal Year:* [ |14 digit year) ~
LOAFiscal Year:* [22 |2 digit year)
LOA Mame: ° |ROUTIME TWL
LOA Data Elements
FSM or DTST: © | 005073 (8 or DTST)
Account 1
DTST Sub-field: (147
DEPT: |21 {2)
By 2022 (4]
Account 2 BSM: 2085 (4)
LMT: | 0000 (4]
Py |2 (1}
DA 18 {2)
ASM:  |5048 (4]
Account 3
RSC: (4)
oDC: (2}
= — - .
o el AMSIPA: 17301200 {11)
FCA: {5)
MDEP: [VIRQ (4]
Agcount 5 S00DP: (4]
ECR: |2172 (4]
APCIPI: HF 0245 {12)
Account
CCC:  |45HFO2 (8}
PMC: |[Fa (3]
Account 7 TDC:  [128B (3]
FSMN:  [oos073 (B}
TF: {2)
LOC: {2)
Account 8 FCM: {3}
FLM: (3]}
IBOP: (4]
Account 8 scc: | | (123
T PPCIS-JON: (8)
RCM: (1)
[ Save Copizd Line of Accounting || Cancal |

Figure 214: Copy Line of Accounting Screen

4. TheFormat Mapdisplays at the top of the page uew only(Indicator 1)

5. IntheOrganization Namdield, enter the organization in which you wathe LOAo replicate

(Indicator 2)

Defense Travel Management Office
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6. Thelabelcontains 2 fields. If you copy the LOA within the same org, then youghaspethe Label
(Figure 3) or if you copy the LOA from one org to another, then yokeapthe samelabel(Figure 3)
or change it

7. TheEmpty Budget Shell Fiscal Ydaald can be completed or left blar{kigure 4)

8. Review Table-2 details and determine which fields you will modify.

Table 21

COPY LINE OF ACCOUNTING FIELDS SCREEN

Field Label Comments

Checking this box sines the LOA to all subordinate
organizationsNote: A shared LOA can be unshared at any
time; however, the corresponding budget cannot be
unshared once it has been shared.

Share LOA

DTS checks this box by default. DTS automatically creates
empty kudget for the new LOA for the corresponding FY.
Create Budget Clear this box if the organization uses annual budgets. If
cleared, the budget requires manual creation in Bedget
module.

Empty Budget Shell Fiscal| Enter the 4digit year for the new FY. This islyprequired if
Year* you selectedCreate Budget

Label

DTS populates this field automatically, based on the selecte
LOA Fiscal Year* LOA. Enter the-gBigit year for the new FY. This becomes palj|
of the label name.

DTS populates this field automatlly, based on the label
value of the selected LOA. If copying the LOA into the sam¢
organization, you must change the label name. Each LOA
within an organization must have a distinct label name.

LOA Name*

Loa Data Elements

Update thenecessary fiscal year related elements (e.g., FY,
PY, DFY, BFY, EFY) in the format map to reflect the new F
The copy function does not automatically roll over the valug

Fiscal Year Related
Elements

Make other necessary changes to the remaining data

Remaining Data Elements elemerts in the format map.

*Signifies required field

Defense Travel Management Office 12 travel.dod.mil
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9. SelectSave Copied Line of Accountitmcreate the new fiscal year LOA and the empty budget (if
selected) for the corresponding LAAyou leftCreate Budgethecked, DTS will create an empty
guarterlybudget for the copied LOA in tiBudgetmodule. The FDTA will have to afdchds to the
budgetsprior to use.Note: See Section 2.4 for instructions on adding funds to the budget.

10. TheLines of Accounting (Search Resulisjeen(Figure 215) displays the apied LOA

DTA Tools: [P B Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting(Search Results)

Organization Name: ODTMOCSD
Include Sub-Organizations: Mo

Label: 23 ROUTINE TVL

Format Map: Unbudgeted LOA(s) Only: Mo
Del etSeel:ErC};:J?I s Edit Organization Name Label Shared  Format Map Link to
O [ Update | Copy | X-Org Funding | DTMOCSD 23ROUTINETVL No ARMY 3, 6/6/2003 New Budget

elel lear All

| Delete Selected(on this page) | Rollover Selected (on this page) |
1-10f1

Figure 215: Lines of Accounting (Search Results)

2.4 Updating the Budget After Creating New Fiscal Year LOAS

Use the following steps to add funds to a budget in DTS. For additional information on tBai@je$ Tool see
the DTA Manual, Chapter. Budgets

1. From theDTS DashboardselectAdministration and then selecBudget Toofrom the dropdown
(Figure 216).

System Status: @ EWTS v

= 9
Defense Travel System A | © reendwestv

Trips v Travel Tools v Message Center

Qg Administration |||| Reports c
< / |

Trips Awaiting Action Budget Tool (' Report Scheduler DTA Maintenance Message Center

Tool
DTA Maintenance Tool £

A
Ea Read-Only Access (ROA)

Self Registration Administration

ROA Invoices &'

My Travel Docul

Your upcoming, current, and (| Delegate Authority

Document Unlock Tool

Figure 216: DTS Dashboard
2. TheDTS Budget Adhinistration Tool(Welcome) screen (FigurelZ) opens.
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& Defense Travel System Budget Main Budget Maintenance Reports

A New Era of Government Travel

Current Date: 05-18-2022

To begin using the Budget Administration Tool, click on a selection in the top toolbar.

Budget Module Description:

The Budget Module is a bookkeeping tool used to track and manage travel funds in DTS. It facilitates fund management and
reconciliation with official DoD accounting systems.

Resource Managers and Budget Officers use the Budget Module to do the following:

Set up budgets for LOAs already created in the DTS Maintenance Tool

Enable a budget to be shared by multiple LOAs assigned to suborganizations within an
organizational hierarchy

Deactivate budgets

Track expenditures, obligations and fund availability

Automatically rollover unused funds from quarter to quarter within a fiscal year

Automatically track funds on either a quarterly or annual basis

View and download a variety of summary and detail reports

Figure 217: DTS Budget Administration Tool Screen

3. SelectBudget Maintenancdrom the navigation bar (FigureZ7). TheBudget Maintenance Function
screen (Figure-28). Opens.

h Defense Travel System Budget Main Budget Maintenance ' Reports

A New Era of Government Travel

Show Budgets Create Budget View Journal Mass Update Budgets

Current Date: 05-18-2022

Budget Officers use the Budget Maintenance Function to work with existing budgets and create new ones. They use this section of the tool to do the

following:

» View, edit or inactivate existing budgets in the Show Budgets section

» Create new quarterly or annual budgets, copy existing LOAs to the new budget and share the new budget with specified
organizations in the Create Budget section

* View Budget Journal transactions and specify the number of transactions to view per screen

Figure 218: BudgéMaintenance Function Screen

4. SelectShow BudgetsTheShow Budgetscreen (Figure-29) appears
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Show Budgets

To view a list of budgets, enter the selection criteria and click Show Budgets for Selected Organization(s).

Fiscal Year : 2023 —V]

Organization : N Q,

2 Enter the organization or click on the icon to select
avalue

[JInclude Sub Organizations

Budget Label :

2 Enter in the format: YY XX0000MXXXXX

SHOW BUDGETS FOR SELECTED ORGANIZATION(S)

Figure 219: Show Budgets Screen

5. Choose thd-iscal Yeafor the budget(s) that you want to edit. Ti@rganizationwill populate with
your highesbrganizaion accessPlace a check include Sub Organizationtsox if you have sub
organizations you need to se€hange the field and only view a singleasrigationat a time.

6. You may leave thBudget Labeblank if you wish to see al¢ budgets in your organizatiar enter a
single item to view.

7. SelectShow Budgets for Selected Organizationi@)display available budgets. TB&ow Budgets
Resultsscreen (Figure-20) opens.

Figure 220: Show Budgets Results Screen
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